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	POSITION DESCRIPTION TEMPLATE (DEPUTY ACADEMIC HEAD)                                  


	ORGANISATIONAL CONTEXT:

	How the deputy head specifically assists the head varies greatly between schools, departments and faculties. It varies according to staffing size, organisational cultural histories, performance plans, workload, budget and many other factors. All of these factors need to be considered when determining the role of a deputy head in a specific school or department.

This document provides a template describing the types of responsibilities which may be undertaken by a deputy head, but it is in no way intended to be prescriptive. It may be used as a guide and amended to suit a deputy head’s specific circumstances, where appropriate.

The deputy head of school/department may be responsible for undertaking the duties of acting head during the absence of the head of school/department. 

The deputy head may also support the head of school/department in an ongoing capacity. See the position description for academic heads for more information. 


In addition to any other general school/department-wide responsibilities, the deputy may assist the head in any of the following three areas: staff, teaching and finance and infrastructure management.
It is noted that the deputy head will continue with their teaching and/or research as agreed with the head of school/department.  This may be reviewed during discussions regarding the Academic Staff Performance Development Plan. 



	POSSIBLE AREAS OF RESPONSIBILITY:

	1. General
· Undertake duties of acting head of school/department during the absence of the head;

· Support the head in leadership and management of school/department;
· Support the head of school/department in relation to academic activities.
Examples of key performance indicators

· In absence of head, performance of school/department regularly monitored and reported;
· Support the development, implementation and regular monitoring of school/departmental strategic and operational plans which are aligned with university priorities.
2. Staff management

· Assist head to ensure appropriate staff profile planning;
· Delegate to, coach and encourage performance development supervisors to maintain an effective process of performance feedback and performance development for staff;
· Liaise with performance development supervisors to promote research leadership and provide mentoring;
· In consultation with the head, participate in the staff appointment, probation and promotions processes, for example, making recommendations and facilitating the process of generating the head’s letter of support;
· Advise staff regarding the Outside Studies Program and make recommendations to head, including ensuring head’s letters and the ex-post report on OSP outcomes;
· Assist with resource planning including leave planning;
· In consultation with head/human resources manager, manage a range of staff issues including performance development and disciplinary processes if required.
Examples of key performance indicators

· Level of staff satisfaction eg Staff Attitude Survey results;
· Level of compliance with academic and professional staff performance development processes.
3. Teaching
· Allocate teaching to staff for all semesters, in and out of load, including reviewing and recommending offerings under the Monash University Timetabling System, making workload adjustments based on student numbers under Allocate+;
· Appoint and work with chief examiners to monitor student numbers at beginning of semester, and assist with allocation of lecturers, tutors and approval of sessional teachers;

· Liaise with head, chief examiners and degree coordinators to assist with new unit proposals/changes;

· Liaise with school/department and faculty staff and play a leadership role in program reviews.
Examples of key performance indicators

· Level of student satisfaction with teaching and courses;
· Teaching performance.
4. Financial and infrastructure management

· Liaise with head and school/department manager to manage budget;
· Monitor credit usage at the school/department and carry out any delegated authority of approving credit card statements for staff in a timely manner;
· Approve conference funding and travel for staff, ensuring compliance with the University’s travel and procurement policies;
· Approve paper-based and SAP expenditure.
Examples of key performance indicators

· Variance against school/department’s annual budget;
· Timely approval of delegated financial items.


	DIMENSIONS OF SCHOOL/DEPARTMENT

	Budget……………………………………………………………………………. 
_________________

Recurrent Funds …………………………………………………………
_________________

Other Funds ………………………………    ……………………………           _________________

Total Income …………………………………………………….. ……   
_________________

Number of academic and general staff ………………………………………. 
_________________

Number of HECS Australian students …………………………………………
_________________

Number of international students ………………………………………………
_________________

Number of Australian full fee other post graduate students ………………...
_________________

Number of higher degree by research students ……………….……………..
_________________

Total number of students…………………………………………….… …….…
_________________

Number of Australian campuses …………………………………….….…
_________________

Number of International campuses …………………………………..……
_________________

Number of centres …………………………………………………… ……
_________________



	POSSIBLE SELECTION CRITERIA:

	· Sound people management, communication and negotiation skills, a commitment to delegated authority management approaches and the ability to prioritise;
· Sound leadership and staff management skills;
· Experience and a record of achievement in teaching and research;
· Experience in administration and an ability to manage academic and professional staff in a team environment;
· Relevant academic qualifications.
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